SC DEPARTMENT OF CORRECTIONS

-JOB POSTING NOTICE (EOE)-
OPENI NG DATE: 07/ 14/ 15 CLCSI NG DATE: 07/23/15 (4:30 PM
SCDC | NTERNAL TI TLE: ADM N ASST SCDC POSI TI ON #: 017215

HOURS/ VEEKLY: 040. 00 SHI FT SCHEDULE: 01 WORK TI ME: 0800 AM - 0400 PM
LOCATI ON:  MANNI NG CORRECTI ONAL | NSTI TUTI ON, COLUMBI A (RI CHLAND) LEVEL 1

STATE JOB TI TLE: ADM NI STRATI VE ASSI STANT STATE JOB CLASS: AA75
BAND: 04 SALARY RANGE $ 026139 - $ 048361 SPECI AL | NCENTI VE: NO
LEVEL: D SALARY RANGE $ 029408 - $ 046527 SCEIS POSITION #: 61019689

STATE OF SC M NI MUM TRAI NI NG AND EXPERI ENCE REQUI REMENTS:
A HI GH SCHOCL DI PLOVA AND WORK EXPERI ENCE THAT | S DI RECTLY
RELATED TO THE AREA OF EMPLOYMENT. A BACHELOR S DEGREE MAY
BE SUBSTI TUTED FOR THE RELATED WORK EXPERI ENCE.

AGENCY PREFERRED QUALI FI CATI ONS:

FOUR (4) YEARS OF RESPONSI BLE CLERI CAL, SECRETARI AL OR ADM NI STRATI VE
EXPERI ENCE. REQUI RES EXPERI ENCE | N THE USE OF CRT ANDY OR PERSONAL
COVPUTER.

DESCRI PTI ON OF DUTI ES:

PROVI DES ADM NI STRATI VE SUPPORT FOR THE WARDEN, ASSOCI ATE WARDEN AND
ALL OTHER FUNCTI ONAL AREA SUPERVI SORS AS REQUI RED. PREPARES AND
COWPI LES GENERAL AND SPECI AL REPORTS AS REQUI RED. DELEGATES
APPROPRI ATELY AND SUPERVI SES DAI LY OFFI CE SCHEDULE. RESEARCHES AND
RESPONDS TO WRI TTEN AND ORAL REQUESTS/ COVPLAI NTS FROM | NVATES,

RELATI VES, ATTORNEYS, ETC. MAINTAINS A CENTRAL FILING SYSTEM SERVES
AS BACKUP TO THE | NSTI TUTI ONAL COWPLI ANCE PROCESS. RECEI VES

OFFI CE SUPPLI ES AND EQUI PMENT AS NECESSARY.

COMVENTS:

MUST ATTEND SCDC BASI C TRAI NI NG
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